MAINTAIN YOUR ECF ACCOUNT

These instructions show you how to update your personal information, change password
and activate/change the CM/ECF system to provide automatic e-mail notification.

Change Address . Telephone Number and/or Password
1. Select Utilities from the Main Menu bar.

2. Click on Maintain Your ECF Account hypertext link. The Maintain User Account
screen appears.

3. Make appropriate changes to address and/or telephone number.
4. To change password click on More user information

5. Upon clicking on More user information button, more information from your account
will appear.

6. Password - you may change your password. Important Note: When you type a new
password, it is readable. Be sure that you memorize or make note of it before updating
your records. You will not have a second chance to see the password once you leave this
screen. Whenever this screen is displayed again, the password will be hidden.

7. Click on Return to Account screen to continue making changes to your account
and/or to submit changes once completed.

8. After making appropriate changes/additions click on Submit button. The system will
display all cases you are involved in. Important Note: The top item on that menu will
default to ***Update All***. Do not change this selection.

9. Click Submit button.

10. After clicking submit button the system will display update information. Your update
1s now complete.

11. To continue click on Main Menu option of your choice.

Activate/Change E-Mail Notification:
See attached flow chart for instructions.




Activating / Changing CM/ECF E-Mail Notification Options

Left-click the Utilities hyertext link on
the CM/ECF Main Menu bar

Left-click the Maintain Your ECF
Account hypertext link in the Utilities

menu

Left-click the Email Information ...
button at the bottom of the Maintain
User Account page

Add / correct your primary e-mail
address. You MUST have an entry in
the primary e-mail address box to
receive any e-mail.

If you wish to reveive e-mail notification
of filings, you MUST check this box to
receive any e-mail.

Is your Primary e-mail no
address present / correct?

s the "Send the notice

specified below to my primary no
e-mail address" box
checked?
s the "Send the notice I want to
do this!

specified below to these

additonal addresses" box
checked?

| don't want
to do this!

if you want to reveive e-mail notification
of filings at other email addresses (in

addition to the primary e-mail address),
left-click to place a check in the box

!

l‘

Go to page 2

Add / correct at least one additional e-
mail address. You MUST have an entry
in the additional e-mail address box to
receive e-mailnotification of filings at

other email addresses in addition to the |

primary e-mail address

page 1



Activating / Changing CM/ECF E-Mail Notification

Options

From page 1

if you want to reveive e-mail notification
of filings for all cases in which you are
involved, left-click to place a check in
the box. You must check to receive
notices in cases that you are involved
or in other cases or you will not receive
any notices.

if you want to reveive e-mail notification
of filings for any additonal cases, left-
click to place a check in the box. You
must check to receive notices in cases
that you are involved or in other cases
or you will not receive any notices.

Add / correct at least one case number |
in the adjacent box. You MUST have at
least one entry in the adjacent box to
receive e-mailnotification of filings for
any addition cases.

If you want to reveive an individual e-
mail notification for every filing, left-click |
to place a dot inside the radio button. If

you choose this option you cannot

receive a Daily Summary Report.

the “Send notices in casée' I d‘gat::;?
which | am involved” box -
checked?
| don't want
to do this!
the "Send notices in thes : wanF to
. " do this!
additional cases” box
checked?
| don't want l
to do this!
b 4
the "Send a notice for eac '(:;ag‘ti;?
filing" radio button -
depressed?
| don't want
to do this!
" . | want to
Is the "Send a Daily do this!

Summary Report” radio

if you want to reveive an Daily
Summary Report, left-click to place a
dot inside the radio button. If you

button depressed?

| don't want

choose this option you cannot receive
individual e-mail notifications for every
filing.

page 2

to do this! l—

Go to page 3



Activating / Changing CM/ECF E-Mail Notification

Options

From page 2

| want to
do this!

the "Format notices h
format for Netscape or ISP e-

mail service" radio button
depressed?

| don't want

if you want to reveive e-mail notification
of filings in html format (i.e., with
imbedded hypertext links), left-click to
place a dot inside the radio button. If
you choose this option you cannot
receive individual e-mail notifications in
text format.

to do this!

Is Mte "Format notices
format for cc:Mail,

| want to
do this!

GroupWise, other e-mail
service” radio button
depressed?

| don't want

if you want to reveive e-mail notification
of filings in text format, left-click to
place a dot inside the radio button. If
you choose this option you cannot
receive individual e-mail notifications in
html format.

to do this!

Left-click the Retum to Account screen
button.

!

Left-click the Submit button on the
Maintain User Account page.

!

Left-click the Submit button on the
Update of Person page.

|

Left-click any hypertext link on theCM/
ECF Main Menu bar to continue
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